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1. Incident Reporting

Incident Reporting is a tool in the DART product that you can use to process Incident reports
(IRs) and Follow-Up reports (FURs) that are created in the Incident and Follow-Up Reporting

(IFUR) Tool.

1.1. Disclaimer

This user guide is intended to provide information about the user interface, features, and
functionality available in the DART Incident Reporting tool. This user guide does NOT
attempt to establish or provide agency policies or procedures. Any user or workflow
procedure discussed in this user guide is a recommendation of the best practice to employ
and does not supersede any existing agency policies or procedures.

1.2. Product Support

If you encounter a problem with this product, or if you have a question or recommendation
regarding this user guide, send an email to the Development and Application Support (DAS)
team at DTS-DAS@fssa.in.gov. A member of the DAS Help Desk team will contact you to
address the issue.

1.3. How to Use this User Guide

This user guide is best viewed in the Adobe Reader product, so that you can use the included
hypertext links to move between important sections of the document. For example, if you
encounter a step in a procedure that states, “Proceed to Step ## of the

procedure,” the intent is to redirect you to a step in a different procedure.

Another use for linked text is to provide expounding information about a related topic. With
this type of link, you follow the link, read the information provided, and then (most likely)
return to the previous topic or procedure. You can use the following buttons at the bottom of
the Adobe Reader window to easily move back to a previous topic, or forwards to a
previously followed link:

When you double-click on a row 1 the Incident Search window, the Incident
Eeporting window appears and displays the selected IE.

Latest Revision: 7i2r2010
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1.4. Glossary, Abbreviations, and Acronyms

Term Definition

ANE Abuse, Neglect, and Exploitation

Associated Refers to a FUR that has been submitted through the IFUR tool, yet has not
been linked to an IR. The DART Incident Reporting tool has identified the FUR
as a possible match with an existing IR, and combined, or associated, the two
reports in the DDRS Incident Reporting window.

Control A user interface tool that permits the user to manipulate the data on the tab,
window, or section. For example, text boxes, drop-down lists, radio buttons,
and check boxes are all considered controls.

DA Division of Aging

DD Developmentally Disabled

DDRS Division of Disability & Rehabiliative Services

DOB Date of Birth

DOP Death of Person

FUR Follow-Up report

Hypertext Link

A hypertext link is indicated by blue underlined text, and permits the user to
follow the link to the designated section of the user guide, to another document,
or to a website.

Indicator A read-only field that displays information about the IR. Usually, indicators
show information that was entered by using a different tab, window, section, or
application.

IR Incident report

MRC Mortality Review Committee

PRN Pro re nata — Indicates that medication was given to or provided to a consumer
on an as needed basis.

SSN Social Security Number

Sentinel Event

An unexpected occurrence involving death or serious physical or psychological
injury, or the risk thereof. Serious injury specifically includes loss of limb or
function. The phrase, "or the risk thereof" includes any process variation for
which a recurrence would carry a significant chance of a serious adverse
outcome. Such events are called "sentinel™ because they signal the need for
immediate investigation and response.

Latest Revision:
7/29/2010
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2. Initial Incident Report Processing Flow Chart

You can use the DART Incident Reporting tool to process Incident reports (IRs) and Follow-Up
reports (FURs) that are created in the Incident and Follow-Up Reporting (IFUR) Tool. The
following flow chart shows the workflow for processing an IR:

Incident Report
(R Searen

4

Display List —» Load Selection

No Sufficient
Information?
Yes
Yes Is this a
Duplicate
Report?
No
Personal No IR Associated
Intervention - — with correct
Set to Pending Consumer
Yes
Consumer N— Link To Consumer
Found

Review Narrative

Mark as No Is Incident
Non- Reportable
Reportable

Yes
Send appropriate y Review previous
e-mails IRs
Code Incident
Delete IR Close IR

Delete or

Mark as Sentinel

Yes
Set Sentinel Open
- Date
No
Indicate if Follow | No Is Sentinel
Up is required | ssue Resolved

Set IR to Yes
Follow Up
Processed R ired ;
Status equire Set Sentinel
Closed Date

v

Send appropriate
e-mails

No
Set ANE
v
Stop ————— Send appropriate e-mails

N

A
\ Set IR to
‘ Closed Status
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2.1 Accessing the IR Tool and Displaying an Incident Report

As described in the first few steps of the Initial Incident Report Processing flow chart, you
must first access the DART Incident Reporting tool and display the desired IR. Use the
following procedure to accomplish this task:

1. Loginto the DART product.

2. On the main screen, select the INcident button. The system displays a blank DDRS
Incident Reporting window.

3. Select Search > Incident Reports from the Menu bar. The Incident Search window
appears and displays a list of currently submitted IRs, as shown in the following

illustration:
=131 x]
Clear Filters
S5M: I Reviewsr: I jﬂ IR Mumnber: I
Last Name: | Status: | submitted x| I Pending
First Name: I " Sentirel
Status | S5N Last Hame Ei::w Date Received E;tizeunft Fieviewer Irll:’umber Fending | DaoP Sentinel %BD':

Submitted Thaompson 7A9/2010 4:01 P | 7./19/2010 4:00 P d d d M
Submitted THOMPSON HENRY 7/419/2010 4:01 PM | 719/2010 400 PM 39234 N M N H
Subrmitted Thormpson Henry 7419/2010 £:01 PM | 7/19/2010 4:00 P 319324 N M N M
Submitted Aberega-Flatt Joseph 7A19/2010 1:09PM | 7/18/201010:00 P 39196 N M N H
Submitted Abbott Fobbie 7A19/2010 1:09PM | 7.18/201010:00 PM 39157 N M N N
Submitted Aberegg-Flatt Joseph 7419/2010 1:09PM | 7/18/201010:00 PM 39193 N N N N
Subrmitted ABEREGG-FLATT [JOSEFPH 7419/2010 1:09PM | 7/18/201010:00 P 319200 N M N M
Submitted Aheregg-Flatt Jozeph 7A19/2010 1:09PM | 718/201010:00 PM 39201 N M N N
Submitted Aberegg-Flatt Joseph 7A19/2010 1:09PM | 7.18/201010:00 PM 39202 N M N H
Submitted Aberegg-Flatt Jozeph 7A19/2010 1:09PM | 7/18/201010:00 P 39217 N N N N
Subrmitted wihite Aaron FATZ2M0N:2T [ 7A7/2010 300 AM 39155 N M N N
Submitted WHITE AHRON FATSZ20011:21 . [ 7A7/2010500 &M 39156 N M N N
Submitted ‘wihite Aaron FATSZ2001:21 . [ TAF/2010 500 AM 39157 N N N N
:nljhminad Sathita Asron 7T A7 T TSN Q0N A4 219712 [\I n [ M' &2
Eack | Next | Open Close |

500 + Incidznts Found

4. Locate the desired IR and double-click on the row that contains it. The DDRS
Incident Reporting window appears and displays the selected IR. If the desired IR
does not initially appear on the list, you can:

a. Click a column header to sort the information by that column. For example,
clicking the Last Name column header arranges the entire list by last name in
ascending order, which might make it easier to locate the IR you need.
Clicking Last Name again sorts the list by last name in descending order.

b. Redefine the search by selecting Clear Filters and then changing one or more
of the search parameter fields at the top of the Incident Search window. The
more information you provide, the more accurately the system can perform
the search.

c. Click the Next and Back buttons at the bottom of the Incident Search
window if your search yields more than 500 Incident reports.

Latest Revision:
7/29/2010
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3. The DDRS Incident Reporting Window

The DDRS Incident Reporting window displays the contents of a selected IR, and contains
the following main elements:

Title bar

Menu bar

Consumer record fields
Incident reporting tabs
Command buttons

The following illustration shows an example of the DDRS Incident Reporting window and
calls out the major window elements:

Title Bar -loix]
Menu Bar Search  Reports  Supervisor  Help
LastMame:  [WAYNE 554 (bnjeimiiieh Address:  [RBEIieRslivem Waiver:
Consumer
Record — FirstMame:  [THOMAS DOB:  [05/06/1361 Ciy:  [EVANSVILLE Provider at time of incidert
Fields Middle Name: [1 Keyfield:  [onasanes Stats: [N Zip: [47715 |
[:l Incident D etails |$—5 Inlormedl E Narratlvesl E Eodlngl IE Emalll & EonsumerH\storyI 3 Folluw-Upl
r— IFUR Incident Incident Status: ISubm\llEd ﬂ
Date/Time: 9/14/2003 7:30:00 AM DOP: Mo Creale MRC Processed Date: 9/14/2009 10:48:09 P
Date of Knowledge: FRN: Mo
Deleted Date:
Duplicate of IR: N Duplicate..
Date Closed: I jﬂ'
i IFUR Caonsumer Primary Funding Source: IA&D WANVER j
MName: Thomas Wapne SSM L]
Address: iSRSl Gender M Wt Uesimes | Communiy Job =
Incident Evangvile, In 47715 DOB: (05/06/1361 ‘where Occuned Other: |
Reporting — Link Cansumer.. | Follow-p: I ==l
TabS Person Responsible: | jﬂ
— IFUR Submitted By
Date Submitted: 9/14/2009 10:37:20 PM ™ Sentinel lﬁz
Mame: Allen Grapzon _
Pozition: Emplayment 5pecialist I Berfine| Clased y: I jﬂ
Phone: [B12] 45532114 I ~ I:]
Bt ™| Senfinel State Reviewed vl:
Email: allen. grayson{@evansvillearc.org
Reporting Agency: EVAMSVILLE ARC. [MC. ANE: I jﬂ
r MHon-Repartable
Command I Hecipient Einancial Transaction Heview [HETH]
Buttons “\r
Save Cancel

3.1 Title Bar

The Title bar contains the DDRS Incident Reporting window name and displays the number for the
selected IR.

3.2 Menu Bar

The Menu bar contains menus that you can use to manage IRs in the DDRS Incident Reporting
window. When you select a menu from the Menu bar, a list appears that contains the menu items that
you can select.

Latest Revision:
7/29/2010
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The Menu bar provides the following menus:

Search
Reports
Supervisor
Help

3.2.1 Search Menu

The Search menu provides the following items:

Incident Reports

Follow-Up Reports

3.2.2 Reports Menu

Select this menu item to display the Incident Search
window, which you can use to locate an IR by using one
or more search parameters.

Select this menu item to display the Follow-Up Search
window, which you can use to locate a FUR by using
one or more search parameters.

The Reports menu provides the following item:

Incident Print

3.2.3 Supervisor Menu

Select this menu item to display the IncidentPrint
window, which contains a copy of the preview IR that
appeared in the IFUR tool when the reporter submitted
the IR. The toolbar in the IncidentPrint window includes
tools that you can use to navigate to a different page,
print, and export the preview IR.

(Requires login under the Supervisor role) The Supervisor menu provides the following

items:

Email Administration

QA Notes

Select this menu item to display the Email
Administration window, which you can use to
maintain the email templates that the system uses when
sending one or more emails as a result of normal IR or
FUR processing.

Select this menu item to display the New Narrative /
Edit Narrative window, which you can use to record
notes (for example, comments, questions, or
observations) about the IR. The window is called New
Narrative before any notes are added, and changes to
Edit Narrative after you save one or more notes.

Latest Revision:
7/29/2010
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3.2.4 Help Menu
The Help menu provides the following items:

User Guide Select this menu item to display the Incident Reporting
document library, which contains DA and DDRS versions of
the DART Incident Reporting User Guide PDF files.

About Select this menu item to display the About IR window,
which provides version and copyright information about the
DART Incident Reporting tool.

3.3 Consumer Record Fields

The consumer record fields display a consumer’s DART account information after you link
the IR to the consumer. If you display an IR that has not been linked, the consumer record
fields appear blank.

3.4 Incident Reporting Tabs

The incident reporting tabs provide the tables and controls that you use to process the
currently displayed IR.

This section also displays the Follow-Up tab when you open a FUR for processing.

3.5 Command Buttons

The Command buttons include the Save and Cancel buttons, and usually appear in the
lower right portion of each incident reporting tab and in separate windows. Initially, the
Command buttons are deactivated and unusable, and become activated after you make the
first acceptable change on the tab or in the window.

Use the following Command buttons:

Save To save the changes you have made on the current incident reporting
tab or in a window. You cannot move to another tab or out of the
window until you have either saved or canceled your changes.

Cancel To cancel the changes you have made on the current incident
reporting tab or in a window. You cannot move to another tab or out
of the window until you have either saved or canceled your changes.

Latest Revision:
7/29/2010
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4. Incident Reporting Tabs

As mentioned in the previous section, the incident reporting tabs provide the fields, tables, and
buttons that you use to process the currently displayed IR. The DDRS Incident Reporting
window contains the following incident reporting tabs:

e Incident Details e Coding
e Informed e Email
e Narratives e Consumer History

4.1 Incident Details Tab

When you select an IR from the Incident Search window, the system displays the Incident
Details tab by default. The following illustration shows an example of the Incident Details
tab:

D Incident Details |
~ IFUR Incident Incidert Status: Fracessed j
Date/Time: E/6/2010 5:28:00 &M DOF: Mo Create MRC | T /19,2010 9:33.08 P
Date of Knowledge:  06/03/2010 FRM: Mo : Deleted Date:
Duplicate of IR: MNA% Duplicate... |
Date Clazed: ID?"’DE"sz 0 jE'
r IFUR Consumer Primary Funding Source: IDD whR j
Mame: Jamie Faber S5M:
Address: I Gender: F e Desumzd IAFC j
| DOB: 05/26/1982 Wwhere Ocoumed Other: |
Link Consurner... | Fallaw-Lp: IEompIeted jﬂ
Person Responsible: Casze Manager i .3
— IFUR Submitted By I JJ
D ate Submitted: B/7/2010 2:23:10 PM ™ Sentinel Iﬁg
M ame: Joze Jimenez
sl OMRP I~ Senting Closed By I jﬂ
Phone: [317) 349-2367 I - I:]
BT = Senting State Reviewed: I - I:]
Email: jose.jimenez{@fszar.in. gov
Reporting Agency: LAFAYETTE HOME HOSPITAL ANE: IN"'IA jﬂ
r Mon-Fepartable
r Fiecipient Financial Transaction Review [RFTH)
r Fending
Save I Cancel |

The left side of the Incident Details tab contains several indicator fields that provide
background information about the IR, and buttons that you can use to:

e Create an MRC record

e Duplicate an IR
e Link the IR to a consumer

Latest Revision:
7/29/2010
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4.1.1 Creating an MRC Record
To create an MRC record, the following conditions must be satisfied for the IR:

The DOP indicator is set to Yes in the IFUR Incident section of the Incident Details
tab

The Narratives tab displays a Death sub-tab, which contains the details about the
DOP

The IR is linked to a consumer with a valid SSN
An MRC record for the consumer’s SSN does NOT already exist
The IR is closed

After ensuring that these conditions have been met, perform the following steps:
1. Select the Create MRC button in the IFUR Incident section of the Incident Details

tab. If the system is able to create the MRC record, a message appears indicating
success.

Click OK in the success message.

Use the Email tab to send the NOTIFICATION OF DEATH OF PERSON email
to the designated recipients.

Important

If the system is unable to create an MRC record in Step 1, an alert message similar
to the following example appears:

MRC not created x|
@ The Fallowing conditions musk be met For an MRC record ko be created:
The Incident must be closed.
The Incident must be marked DOP.,
The linked consumer must have a valid 55N,
There must ok be an existing MRC record For that 35N,
Please check that all of these conditions are met,

If they are mek and wou still receive an errar when atkempting ko create the MRC record, please contact the help desk,

a. Click OK.

b. Attempt to correct the unsatisfied conditions that were identified in the
message.

c. Select the Create MRC button again. If the alert message appears again and
you have satisfied all of the conditions, contact the DAS Help Desk.

Latest Revision:
7/29/2010
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4.1.2 Duplicating an Incident Report
To duplicate an IR, the following conditions must be satisfied:

e The IR was submitted via the IFUR tool and received by the new DART Incident
Reporting tool (for example, migrated IRs that used to appear in the previous incident
reporting system cannot be duplicated)

e The IR is the original report received by the system (for example, you cannot
duplicate a duplicated IR)

e The IR is in either the Submitted, Processed, or Closed status — you cannot duplicate
an IR in Deleted status
After ensuring that these conditions have been met, perform the following steps:

1. Select the Duplicate button in the IFUR Incident section of the Incident Details tab.
The Create Duplicate Incidents window appears, as shown in the following
illustration:

Create Duplicate Incidents |

Mate: the duplicates will be produced from the original
data far thiz incident, az it waz entered an the [FUR zite.

Murnber of duplicates: IEI 3:

ok | Cose |

Set the number of duplicates

Enter the number of desired duplicate reports in the Number of duplicates field.
Click OK.

The “Duplicates created successfully” message appears at the bottom of the window.
Click Close.

a > N

Important

After you click Close, the system saves the new duplicated IRs in the Submitted status,
regardless of the status of the original IR. For example, if you create one or more duplicates
of an IR in the Closed status, you must search for the duplicated IRs on the Submitted list in
the Incident Search window.

Latest Revision:
7/29/2010
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4.1.3 Working with Duplicated Incident Reports
Use the following guidelines and information when working with duplicated IRs:

To locate one or more IRs that you duplicated, use the Incident Search window. The
system assigns a unique IR number in the IR Number column to each duplicated IR.
The system also copies this unique IR number to the DuplicatelncidentReportiD
database field for each duplicate report, so that you can pull this field information into
system reports later.

The system saves a duplicated IR in the Submitted status, regardless of the status of
the original IR that was used to create it. For example, if you create one or more
duplicates of an IR in the Closed status, you must search for the duplicated IRs on the
Submitted list in the Incident Search window.

If the original IR was in the Submitted status, the duplicated IRs will appear with the
original IR on the Submitted list, in similar fashion to the example shown in the
following partial illustration:

Statusg SEM S _ELSLQ Rﬁfiﬂt * | Reviewer l"Tlﬁbﬂ_ Pending
Submitted Asher Darrell B/23/2010 10:56 Phd 267829 *] M
Submitted Asher Drarell B/23/201010:56 P 267830 M
Subrmitted Hofh BoD Br2372010 300 P 267028 r
Submitted Srnith Wfilliam B/23/207010:00 Ak 267210 M
Subrmitted Johin Lucas B/23/2010 7:30 Ak 267813 M

When you open a duplicated IR, the system displays the ID of the original IR record
in the IFUR Incident section of the Incident Details tab, as shown in the following
partial illustration:

L Incident Details |d.—‘l Inh:urmedl [ Narrativesl i I:::udingl L] EmaiII £% Consum

IFUR Incident
DratedTime: B/23/201010:56:00 P DOP: Mo Create MRAC |
Date of Knowledge: 05/23/2010 FRM: Mo

[Duplicate of IR: 267825 ] Duplicate... |

The system only duplicates the original IR data that was submitted via the IFUR tool.
For example, if you save changes to the original IR in the DART Incident Reporting
tool and then duplicate the IR, the duplicated IRs will NOT contain the saved
changes.

Latest Revision:
7/29/2010
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4.1.4 Linking an Incident Report to a Consumer

Linking an IR to a consumer is an important step in IR processing, especially during status
transitions. Use the following steps to link an IR to a consumer:

1. Select the Link Consumer button in the Consumer section of the Incident Details
tab. The Link Consumer window appears and displays one or more consumer
records, as shown in the following illustration:

A% Link Consumer ;Iglil

Clear Filters

S5M: Im Last Name: IAsher First Mame: ICoray Search |

SSM | Lagt Name | Middle Mame | DOB | Gender | County | sddress | City | State
PIORD| ASHER COREY JOMATHAN 571641384 | M NDRIC yAa COURT | PLAINFIELD | IM

| First Mame

| Zip

Link. I Cancel

1 result(s) Found (searched by 55N},

2. Review the consumer demographic information (for example, name, SSN, DOB, and
address) to verify that the selected record in the window corresponds to the consumer
on the IR. If the selected record does not correspond:

e Use the search fields at the top of the window to refine the search. For
example, remove the consumer names and search by SSN only.

e Verify that the consumer is listed under the same funding source as the IRs
that you are processing. For example, if you logged in to the DART system as
a DA user and attempt to link to a DD consumer, the system might not be able
to locate the consumer record.

3. Select the Link button. The system links the IR to the consumer, and the consumer’s
DART information appears in the DART Record Fields section at the top of the
window.

4. Select Save.

Latest Revision:
7/29/2010
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4.1.5 Incident Details Tab Fields and Controls
The following table describes the fields and controls on the right side of the Incident Details

tab:

Field or Control

Description

Incident Status

Use this field to change the status of the IR, assuming that the IR meets
the required status conditions for the change.

The following valid entries can appear in this field:

Submitted
Processed
Deleted
Closed

Processed Date

This indicator displays the date and time that the status of the IR was
changed to Processed. This indicator also contains a date if the IR was
migrated from a previous incident reporting system.

Deleted Date

This indicator displays the date and time that the status of the IR was
changed to Deleted.

Date Closed

Use this field to set the date that the IR was closed. You can manually
enter the values in the field or select the drop-down arrow to display a
Date Picker control, similar to the following illustration:
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Clear @

Click this button beside the drop-down arrow in a field to remove the
contents of the corresponding field, if the current status conditions permit.

If a cleared field corresponds to a check box (for example, the Sentinel
and Sentinel Closed By check boxes), you must also clear the check box
before you can save the changes.

Tip

It is often simpler to uncheck the associated check box, which also
clears the corresponding date fields.

If you attempt to save invalid changes, the system displays the Invalid
Input window and indicates the affected field with a red exclamation
mark icon. You must click OK and change the identified field before you
can save the changes.
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Field or Control

Description

Primary Funding
Source

This field contains the code associated with the primary means of financial
support provided to the consumer when the incident occurred.

The system sets this field to the value originally entered in the IFUR tool.

If necessary, you can select a different DD-related funding source from the
drop-down list.

Where Occurred

This field contains the code associated with the location of the consumer
when the incident occurred.

The system sets this field to the value originally entered in the IFUR tool.

If necessary, you can select a different value from the drop-down list. If
you select Other, enter the location in the Where Occurred Other field.

Where Occurred
Other

This field contains a location description that does not appear on the drop-
down list for the Where Occurred field in the IFUR tool.

The system sets this field to the value originally entered in the IFUR tool,
if used by the reporter.

If you selected Other in the Where Occurred field, enter the location in
this field.

Follow-Up

Use this field to indicate whether follow-up activities are required for the
IR or to change the status of the follow-up activities for the IR.

This field is blank (null) by default. You can change this field to:

e Completed
e Not Required
e Required

If the current status conditions permit, you can change this field back to
null by selecting Clear.

Person Responsible

Use this field to indicate the role of the entity responsible for completing
and submitting a FUR for this IR.

-Or-

If a FUR is not required, use this field to indicate the entity responsible for
completing this IR.

This field is blank (null) by default. You can change this field to:

e Case Manager
e Group Home
e Service Coordinator

If the current status conditions permit, you can change this field back to
null by selecting Clear.
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Field or Control

Description

Sentinel

Select this check box to indicate that, based on the information provided
on the Informed, Narratives, and Coding tabs, this IR qualifies as a
Sentinel event.

When you select this check box, the system enters the current date in the
field to the right of the check box.

You can change the Sentinel date by manually entering a new value or
selecting the drop-down arrow and using the Date Picker. If the current
status conditions permit, you can also clear this field or reset the entire
control.

Sentinel Closed By

Select this check box to indicate that enough support exists for the
Sentinel event to be closed. The two fields to the right of this check box
become activated.

Use the first Sentinel field to indicate the title of the person who closed the
Sentinel event. Valid entries for a DD-based IR are:

e Reviewer

e Supervisor

If the current status conditions permit, you can also clear this field or reset
the entire control.

Use the second Sentinel field to set the date that the Sentinel event was
closed. You can manually enter a value or select the drop-down arrow and
use the Date Picker.

If the current status conditions permit, you can also clear this field or reset
the entire control.

Sentinel State
Reviewed

(Available only for DA-based IRs)

ANE

Use this field to indicate the status of any Abuse-, Neglect-, or
Exploitation-related code values or information that was entered on the
Informed, Narratives, and Coding tabs for this IR.

This field is blank (null) by default. You can change this field to:

Indicated

N/A

Not Substantiated
Substantiated

If the current status conditions permit, you can also clear this field.

Non-Reportable

Select this check box to mark the IR as non-reportable.
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Field or Control

Description

Recipient Financial
Transaction Review
(RFTR)

Select this check box to indicate that the State should perform an RFTR
for this consumer. Selecting this check box enables the consumer to
appear on one or more system reports run by State personnel elsewhere on
the system.

Pending

Select this check box to mark the IR as pending, indicating that the IR has
been initially reviewed and requires research by the reviewer.

This check box is only available for an IR that is not linked to a consumer.
When selected, you can manually clear this check box or allow the system
to automatically clear it when you link the IR.

If you display an IR that is in a status other than Submitted, this check box
is not available.
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4.2 Informed Tab

The Informed tab contains editable fields that correspond to the fields in the Informed
section of an IR in the IFUR tool. The fields on the Informed tab display the values that the
reporter originally entered on the IR in the IFUR tool. The following illustration shows an
example of the Informed tab:

RES. Provider: Mis >
HABA/OC Provider: Wi -
BDDS SC: |ves =] |wIMSATT, HOLLY | x| [06/24/2010 =[]
Individual supervizing at time of incident: ILarry Gray
Responsible Supervisory provider: IA-W- HOLDINGS, LLC jﬂ
Other Provider: WA
Legal guardiar: I MAA j I I =Xl
Caze Manager: IN.-"A j I jﬂ I ;IEI
AMAF: [ves =] Jingel, Bonnie [06/24/2010 =[]
Police: IN.-"A j | =%l T Falicelnvalvement I Handoutted | Tasered
Coroner: IN.-"A j I I =ix|
aPs  CPS |
¥ CPS Response Received IUBJ24J2U1U 'I:]
Dhate: IDB"’24"’201D jﬂ' M ame:; |Tester
Method: IPthe ‘lﬂ Phone: |317-1451458 County: |BLACKFORD jﬂ
Save Cancel

4.2.1 Adding a Line of Information

To add a new line of information to a section marked as N/A, select Yes from the
corresponding drop-down list and complete the remaining fields in that row, as shown in the
following illustration:

Case Manager. [ves =] ADAMS, EVELYN ==l MES
A TERMIMATED, CLIEMT “

QMAP: WA T LAALIMICH O LIMEN O I 'I:I

Paolice: [ EBSEEI HEATHER uffed ™| Tasered
Adkinz, Beth

Caroner: MW T Agency, I I ¥ I:I
ALDERSOM, MARGARET 2
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4.2.2 Deleting a Line of Information

To delete a line of information, select N/A from the corresponding drop-down list and then
select Yes from the alert message that appears. The following illustration shows an example
of the alert message:

Clear all BDDS Service Coordinator data ? ]

9P Clearing the check box means that all other data on the BDDS Service Coordinator line will be deleted.
L]
S
/ Is this what vou wankt to do #
Click es to clear out the data.

Click Mo ko keep the data and re-check the check box,

4.2.3 APS/ CPS Section

The APS / CPS section at the bottom of the Informed tab contains the Adult Protective
Services and Child Protective Services fields that correspond to the same fields in the IFUR
tool. The fields below the APS / CPS Response Received check box and corresponding
date field display the values that the reporter originally entered on the IR in the IFUR tool.

Use the APS / CPS Response Received check box and corresponding date field to indicate
that a response has been received by the individual identified in the other APS / CPS fields.

If an IR was submitted by using the current version of the IFUR tool, the APS / CPS
information is divided into separate sub tabs, as shown in the following illustration:

AP | EPS

¥ CPS Response Received IUE."'24.-’2D'|U 'I:]
Date: IDB’Q“QWD :EI" M ame: ITestel

Method: IF'hl:nne 'Iﬂ Phone: |31?-145-145E County: |BLACKFORD jﬂ

If an IR was submitted by using a previous version of the IFUR tool, the APS / CPS
information is combined into one section, as shown in the following illustration:

APS 4 CPS [legacy data)

[ APS/CPS Response Received I "I:I
[ ate: IDBFF24FF201D j" E N arme: IMichaeI Light
Method: IEMaiI 'Iﬂ FPhone: |[21EI] 755-3063 County: |LAKE jﬂ
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4.3 Narratives Tab

The Narratives tab contains multiple sub tabs that display pertinent information regarding
the Incident report or Follow-Up report. The following sub tabs can appear in the
Narratives tab:

General

PRN

Death

Sentinel

Reviewer Notes
Follow-Up Questions

The PRN sub tab and Death sub tab only appear if the corresponding PRN and DOP fields
were completed for the IR in the IFUR tool.

The remaining sub tabs always appear, regardless of whether the sub tabs contain
information.

The following illustration shows an example of the Narratives tab with all of the available
sub tabs appearing:

B Marratives |

Describe the incident:

2l Edt
Marrative updated by SYSADMIMNDD on Friday, 06/25/2010 10:15:43 Ak 4'
e checked on Barby bwao days later and dizcovered that she had a bump on her head and a slight bruize, but was athenmize unharmed. Mo further checks requried.

Barby was sitting at the table with staff when a peer walked up and hit her on the head with his lunchbox. Barby began laughing. She received no injuries.

Flan to resolve [immediate and long term]:

Staff will continue ta manitor all interactions between consumers. d E dit I

Thiz report iz being submitted late due to the site being down on 6/11/2070.

General I FPRM I Deathl Sentinell Reviewer Notesl Follow-Up Questionsl
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4.3.1 General Sub Tab

The General sub tab contains the Describe the incident and Plan to resolve fields, large
freeform fields that display the original incident narrative that the reporter entered in the
IFUR tool. The fields are editable, which means that you can add notes to the fields.

4.3.2 PRN Sub Tab

The PRN sub tab contains multiple, editable freeform fields that correspond to the same
fields in the IFUR tool, and which display PRN information that was entered for the
Incident report in the IFUR tool.

4.3.3 Death Sub Tab

The Death sub tab contains multiple, editable freeform fields that correspond to the same
fields in the IFUR tool, and which display DOP information that was entered for the
Incident report in the IFUR tool.

4.3.4 Sentinel Sub Tab

The Sentinel sub tab contains the Sentinel notes and Sentinel resolved notes freeform
fields that you can use to add notes about a Sentinel event associated with the Incident
report.

4.3.5 Reviewer Notes Sub Tab

The Reviewer Notes sub tab contains the Reviewer notes freeform field that the Reviewer
can use to add notes about the Incident report.

4.3.6 Follow-Up Questions Sub Tab

The Follow-Up Questions sub tab contains the Follow-up questions freeform field that you
can use to add notes about the follow-up activities regarding an Incident report.
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4.3.7 Adding a Note to a Field on the Narratives Tab

For sub tabs that contain one or more freeform text fields, you can use the corresponding
Edit button to add note text to the field. When you select Edit, the system displays either
the New Narrative or Edit Narrative window, depending on whether the field already
contains text. Enter your note and then select Save to return to the Narratives tab. The
following illustration shows an example of the Edit Narrative window:

Edit Narrative |

Mew narrative text [date stamp iz added automatically):

This iz new text that | added for this screen capture, ;I
Existing narrative text: Date:  7/2/2010 10:45:09 Akd Author.  spsadmindd
incident type - allegation of neglect by staff ;I

apparent cause - staff

type of injury - no apparent injury
bady part - right arm

treatment location - incident location

|

Save Cancel |

%
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4.4 Coding Tab

The Coding tab contains a directory structure of coding categories that you can use to code
the IR, along with the Describe the Incident and Plan to Resolve field notes copied from
the Narratives tab. Each category in the directory displays a plus sign that you can click to
expand the category. After you expand the appropriate category in the directory, select the
check box beside the code to apply to the IR, as shown in the following illustration:

i Describe the incident

Apparent Cause Richard started choking on his food. Staff did the: heimlich manuever to ;I
- [#] Chaking dislodge the food item and another staff called 911

- [ Enwiranmental Factars

-] Equipment / Furnishings

-] Family / Guardian

- [ Lifting

-] Other

[ Peer

- [ Perpetrator

[ Pica

-] Restraint / Restrictive Technique
- [ Seizure

- [ Sel-Intentianal

- [ Sel-Unintentional [accidental)

- [] Spart / Exercize / Therapeutic Activity ;I
- [ Staff Perzon

-0 Unknown Plan to resolve (immediate and long term)

H- [ Type of Injury Richard was taken ta the ER to be evaluated, he was releazed the same day ;I
- D Treatment Given with ingtructions o monitor his temperature every 3 hrs for 48 hrs and to

) . . monitor for respitory distress. The nurse and PD on call were notified and the
; E ;redatn;erlt;;cattlodn # Given By guardian notified. Staff completed the proper documentation and will fallow
- ody Part Affecte

the discharge instructions.
- [ Medical Condition / lliness
- [ Outcame of Criminal Activity QMRP for the individual to follow up in 7 days if required.

[rn MR e W e B e O

fia|

Save | Cancel |

The Incident Type and Apparent Cause categories each require and accept only one code.
You can select any number and combination of codes for the remaining categories. After
you finish selecting the applicable codes for the incident, click Save.

If an IR is a migrated record from a previous incident reporting system, you cannot add
more codes to the IR. The coding directory structure becomes disabled and a Display
Migrated Coding check box appears in the lower left corner of the Coding tab. Clicking
this check box displays the coding values that were applied to the IR in the previous incident
reporting system, as shown in the following example:

| &ction
Hogpital Admission For | Emergency R oom
Hogpital Admisgion For | Medical, Choking
Medical Conditions Choking

Sentinel Event Significant Injury/Health Change/Risk

¥ Display Migrated Coding
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45 Email Tab

The Email tab contains window controls that you can use to select, address, and send an
email associated with the IR. The following illustration shows an example of the Email tab:

[ Email |

Type: ISENTINEL EVENT - IMMEDIATE PROTECTIVE MEASURES APPEAR TO BE IN PLACE j

Sendl Lazt Saved | UserlD | Type

SENTIMEL EVENT - IMMEDIATE PROTECTIY AR TOBE IN PLACE

- 7/16/2010 2:45:03 PM | 7/16/2010 246:08 PM ADDITIONAL FOLLOW-UP REPORT NOT REQUIRED

| Sent

Send | Delete | Open |

4.5.1 Sending an Email
Use the following steps to send an email:

1. Select the type of email to send from the Type drop-down list. The following list
shows the email types available:

e ADDITIONAL FOLLOW-UP REPORT NOT REQUIRED

e ADDITIONAL FOLLOW-UP REPORT REQUIRED

e APS/CPS NOTIFICATION REQUIRED

e DEATH WITHOUT INCIDENT REPORT

e INCIDENT FOLLOW-UP REPORT NOT REQUIRED

e INCIDENT FOLLOW-UP REPORT REQUIRED

e INCIDENT INITIAL REPORT — INCORRECT INFORMATION

e INCIDENT INITIAL REPORT — INSUFFICIENT INFORMATION

e INCIDENT INITIAL REPORT — MULTIPLE REPORTS SUBMITTED

e INCIDENT INITIAL REPORT — OTHER NOTIFICATION

e LATE SUBMISSION OF INCIDENT REPORT

e NOTIFICATION OF DEATH OF PERSON

e SENTINEL EVENT - IMMEDIATE PROTECTIVE MEASURES APPEAR TO BE IN PLACE
e SENTINEL EVENT — VERIFICATION OF IMMEDIATE PROTECTIVE MEASURES REQUIRED
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2. Select Add. The system displays the Incident Emails window, as shown in the
following illustration:

_iojx
To  |adec@adec. com; shivelyp@adecing, com; ;I
CC: ;l

Subject: |IMCIDEWT FOLLOW-UP REPORT REQUIRED

An Incident Initial Beport was received by BAIS on 74152010 10:00:00 Pk far the individual identified below.  This ;I
report haz been procezzed and entered into the databaze. [f you have not received a copy of this [ncident [nitial
Report from the reporting entity identified below, pleaze contact them directly.

Thiz e-mail iz your notification that thiz incident iz MOT CLOSED and that you are designated as the perzon responzible
for follow-up. |f you are not the correct person o submit the follow-up repart, please contact johnzonn so the
information in the databaze can be corected.

Per the Incident Management/Reporting Policy, an Incident Fallow-up Report iz required to be submitted within 7 days
from the date of thiz e-mail and every 7 days thereafter until the incident iz rezolved to the zatisfaction of all entities.

Incident Follow-up Reparts should be submitted via the web at https: A/ddrsprovider feza.in.gov/IFURY. In an
emergency situation, a repart can be e-mailed to BDDSIncidentR eportzi®fzsa.in.goy or faked to 260-432-3507.

Thank you for pour prompt attention to this e-mail and your continuing efforts to enzure the health and welfare of the
people we support,

[Quesztionz related to incident management can be e-mailed to BDDSIncidentB eportz@fzza.in gowv.

M arne: DRI INN

Cuztomer |0 Wiealin

Prowvider[at time of incident]: ADEC, IMC.

Prowider Contact: LI

Cancel | Save L
e

Add or remove primary email recipient addresses in the To field, as necessary.
4. Add or remove secondary email recipient addresses in the CC field, as necessary.

Click Save. The Incident Emails window disappears and a record for the email
appears in the email queue on the Email tab.

6. Repeat Steps 1 through 5 as necessary to add more emails to the queue.

7. After you have finished adding emails, click the check box in the Send column for
each email to send, as shown in the following partial illustration:

Send | Last Saved | Sent | UsedD | Type
Mo 7A1922000 %30:27 &M spzadmindd | SEMTIMEL EVENT - IMMEDIATE PROTECTIVE MEASUIF

AEA2010 2:46:03 P johnzonn ADDITIOMNAL FOLLOW-UP REPORT MOT REQUIRED
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8. Click the Send button in the lower left corner of the Email tab. The system:
e Sends the emails that have the Send check box selected.
¢ Retains the email record in the queue for each sent email.

e Updates the date and time in the Sent column for each sent email so that a
user can determine which emails have been sent for the associated IR.

4.5.2 Deleting, Opening, and Resending Emails

You can use the Delete and Open buttons in the Email tab to perform the following
additional tasks:

Deleting

If an email has not been sent and you need to delete it from the queue (for example,
because it is the wrong email type), select the email record and then click the Delete
button. The system deletes the selected email.

Opening

You can open a sent or unsent email by selecting the record from the queue and then
clicking the Open button in the lower right corner. You can also double-click on the
email record to open the email.

If you open an email that has been sent, the Incident Emails window displays a read-
only version of the email.

If you open an email that has not been sent, the Incident Emails window displays the
active email, which you can change, if necessary. Click Save to save the new changes.

Resending

You can resend an email by opening the sent email, adding, deleting, or changing one or
more email addresses in the To or CC fields, and then saving the new version. The
system creates a new email record in the queue, which you can send or delete.
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4.5.3 Email Administration

If you have logged in under the Supervisor or State Oversight role, you can perform email
administration by selecting the Supervisor > Email Administration menu. The system
displays the Email Administration window, which contains the following tabs:

e Mapping
e Recipients

4.5.3.1 Mapping Tab

Use the Mapping tab to assign one or more default recipients to the To and CC fields of
a selected email template. When you select the email from the Type drop-down list on
the Email tab, the system automatically addresses the email to the recipients indicated in
the email template on the Mapping tab. Use the following steps to modify an email
template:

1. Select the email type from the Template drop-down list. The system displays
check marks beside the job titles that already exist for the selected email template,
as shown in the following example of the NOTIFICATION OF DEATH OF
PERSON email:

=5

Mapping I Fiecipignts |

LCUU:ECRE O TIFICATION OF DEATH OF PERSON

TO Recipients:

Title 4| Mame Email
[T | Administrative dssistant Barb Bearman | Barbara Bearman@®fssa.in. goy
[~ |EDDS Assistant Director Juman Bruce Juman Bruced@izza.in gow
[~ |BDDS Special Projects Beth Lauer Beth.Lauer@fsza.in.goy
[ | BQIS Contract Ligizon Shelly Thomas | Shelly. Thomas(@fsza.in.gov
[T | BQIS Directar Becky Selig Becky. seligiEifssa in gow
¥ | Case Manager
¥ | District Manager
[ | Field Service td anager
[ | Fallow-Up Completsd By
[ | Fallow-Up Responsible
CC Recipients:

Title £ | Mame Email
[T | Administrative dssistant Barb Bearman | Barbara Bearman@®fssa.in. goy
[T |BDDS Assistant Director Juman Bruce Juman Brucel@fzzain gow
[~ |BDDS Special Projects Beth Lauer Beth.Lauer@fsza.in.goy
[T | BQIS Contract Ligizon Shelly Thomas | Shelly. Thomas@isza in.goy
W | BQIS Directar Becky Selig Becky. seligiEifssa in gow
[T | Case Manager
[ | District Manager
[ | Field Service td anager
[ | Fallow-Up Completsd By
[ |Follow-Up Responsible

[~ Show Selected Items DMLY Save Urda
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2. Click one or more check boxes beside the desired job titles to either add or delete
the job title from the email template.

Tip

If you do not see a job title that you feel should be listed for the selected email
template, you can use the Recipients tab to add it.

Selecting the Show Selected Items ONLY check box in the lower left corner
causes the TO Recipients and CC Recipients lists to display only the selected
job titles, as shown in the following illustration, which can make it easier to
organize the lists:

Il

tapping I Recipients |

L ELER N O TIFICATION OF DEATH OF PERSON

TO Recipients:
Title: 4| Name Email

Diistrict b anager

W
¥ | Field Service Manager
v

Service Coordinator

CC Recipients:

Title £ | Mame E rnail
¥ | BQIS Contract Lisizon Shelly Thomas Shelly. ThomasGifsza.in. gow
¥ |BOIS Director Becky Selig Becky selig@fssa in.goy
¥ | Incident Inbox [DD)
W | Incident Management/Mortality Review Director | Sharon Hudson | sharon.hudson@fssa.in.gov
¥ | Incident Management/F eporting Supervisor Peggy MeClellan | Peggy M cClellani@ssa in.goy
v | IPaS Ainthony Liggions | aliggine@ipas. [M.gow
¥ | tortality Fieview Intake Coordinator Linda Sackman | linda sackman@fsza.in.goy
¥ | tMortality Review Physician Wayne Zwick W apne Zwick @fzza in.goy
v |MRTT Member Erin Haolly enin. holly{Eifzza.in.gov

¥ Show Selected Ilems ONLY Save Unda

3. Select Save.
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4.5.3.2 Recipients Tab

Use the Recipients tab to manage the job titles and recipients available in the Email
Administration window. For example, you can:

e Add a recipient to the TO Recipients and CC Recipients lists.
¢ Modify an existing recipient on the TO Recipients and CC Recipients lists.
e Deactivate a recipient on the TO Recipients and CC Recipients lists.

Add Recipient
Use the following steps to add a recipient:

1. Select the Recipients tab. The system displays the contents of the Recipients tab,
with the Recipient field and Add button activated.

2. Select Add. The system deactivates the Recipient field and activates the
remaining fields on the tab, as shown in the following illustration:

Incident Reporting - Email Administration =10l %]

Mapping Recipisnts I

Recipient; | j

M arme: I [~ Aclive

Title: |

Email: I

Save rda

Enter the recipient’s first and last name in the Name field.
Select the Active check box.

Enter the recipient’s job title in the Title field.

Enter the recipient’s email address in the Email field.

Select Save. The recipient’s name appears in the Recipient field.

© N o g b~ w

(Optional) To verify that the recipient was added, select the Mapping tab and
scroll to the bottom of the TO Recipients and CC Recipients lists. The new
name should appear at the bottom of both lists.
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Modify Recipient
Use the following steps to modify a recipient:

1. Select the Recipients tab. The system displays the contents of the Recipients tab.

2. Select the recipient’s name from the Recipient drop-down list. The system
activates all of the fields on the tab, as shown in the following illustration:

Incident Reporting - Email Administration =10l %]

tapping Recipients I

Recipient: I.John Doe ﬂ Add
M arme: |.J ohn Doe W Active
Title: |Tester
Email: I.J oe tester{@fakeemail com
Save | [Uhda

3. Change one or more pieces of information and then select Save.

Deactivate Recipient

While you cannot remove a recipient from the TO Recipients and CC Recipients lists
on the Mapping tab, you CAN deactivate a recipient. When you deactivate a recipient,
the recipient’s email address does NOT appear on a selected email, even if their name is
selected on either the TO Recipients or CC Recipients lists on the Mapping tab.

Use the following steps to deactivate a recipient:
1. Select the Recipients tab. The system displays the contents of the Recipients tab.

2. Select the recipient’s name from the Recipient drop-down list. The system
activates all of the fields on the tab.

3. Clear the Active check box and then click Save.
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4.6 Consumer History Tab
The Consumer History tab displays a table of the previous IRs submitted for the consumer.

This tab appears after you link the IR to a consumer. The table in the Consumer History
tab contains the following columns of information:

IR#

Incident Date
Status
Coding
Sentinel
DOP

PRN

The following illustration shows an example of the Consumer History tab:

& Conzumer History |

| Statuz | Coding | Sentinel

IR# | Incident Date | DOP | PRN

Residence Uninhabitable - Other Safety [zsues N N N

286222 | 11/30/2009 3:00:00 PH | Closed
Medical Conditions - Circulatory System

263046 | 7/6/2009 5:00:00 P Clozed Hoszpital Admission For - Emergency Room M M M
Other - Describe in Marrative

262461 | 7/2/2009 9:30:00 Ak Clozed Abuze - Physical, Aggression to Peer M M M

56652 | 6/9/2009 9.5500AM | Closed | “buse - Physical. Agaression to Peer N N N

Medical Conditions - Injury, Breaks, Burns, Poisoning
Cauze OF Injury - Other Individual

Abuze - Physical, Aggression to Peer N N N
Abuse - Physical, Recipient to B ecipient

Medical Conditions - Skin and Subcutaneous Tissue

267334 | B/3/2003711:10:004M | Closed

Other - Describe in Marative
Medical Conditions - Hearing
287440 | BA1/2009 4:30:00 P Clozed Medical Care - Medical Care by Phyzician or Medical Care Center M M M
Medical Conditions - Symptoms, Signs. other conditions [Describe in Marrative)

Other - Describe in Marrative

Conzumer Supports - Staff not adequately trained
246682 | 3/24/2009 83000 PM | Clozed Conzumer Supports - Staff not providing support activities as designated M M M
Medication Eror - Wiong Doze Given

Medical Conditions - Bruising

Hoszpital Admisgion For - Day for Dut-Patient Procedures
Medical Conditions - Injury, Breaks, Burns, Poisoning
Cauze OFf Injury - Medical Condition

239014 | 24242009 83000 Ak Clozed Hoznital Admizzion For - bMedical Medication Therano 14 ] ] ] =

Open |

By default, the system sorts the table in the Consumer History tab by the Incident Date
column in descending order. To change the sort order, click on a different column heading.
The system applies an arrow icon to the column heading to indicate the direction of the sort.
An up arrow indicates an ascending sort, while a down arrow indicates a descending sort.

You can open one of the IRs on the table by double-clicking on the IR record or by selecting
the record and then clicking the Open button in the lower right corner. The DDRS Incident
Reporting window displays the opened IR.
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5. IR Processing Procedures and Status Conditions
This section contains:

e Detailed procedures for the most commonly performed workflows associated with
processing an IR.

e Information about the conditions required by the system before you can change the
Incident Status field on an IR.

5.1 Incident Report Processing Procedures
This section contains detailed procedures that describe the following workflows:

e Basic Flow

e Insufficient Information

e Duplicated Report

e Incorrect Consumer

e Non-Reportable Incident

e Sentinel Event — Resolved

e Sentinel Event — Unresolved
e Follow-Up Required

Important

Each procedure assumes that you have already logged in to the DART system, accessed the
Incident Reporting tool, and opened the desired IR.

While each procedure roughly mirrors a workflow path in the Initial Incident Report
Processing flow chart, this section does NOT attempt to provide a procedure for every
conceivable workflow path.
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5.1.1 Basic Flow Workflow
The procedure described in the following table provides the basic flow steps for processing
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an IR:
Step | Action Result
1 | Review the incident reporting tabs:
e Does sufficient information
exist to continue processing? Yes
e Is this a duplicated report?
(In other words, is this IR No
describing the same incident as
another IR that was NOT
created by using the Duplicate
button?)
e Isthis IR associated with the Yes
correct consumer?
2 Link the IR to the consumer and then | The consumer’s DART information
select Save appears in the DART Record Fields
section at the top of the window
3 | Review the Narratives tab:
e s this incident reportable? Yes
4 | Use the Consumer History tab to Open the last IR on the list in this tab to
review the previous IRs for this redisplay the IR that you are processing
consumer
5 | Use the Coding tab to code the IR for | The system saves the changes
an incident other than Sentinel or
ANE and then select Save
6 | Based on the entries on the If No — continue with the next step
Narratives and Coding tabs, does If Yes — proceed to either the Sentinel
this IR qualify as a Sentinel event? Event - Resolved workflow procedure or
the Sentinel Event — Unresolved workflow
procedure
7 Is a FUR required? No
On the Incident Details tab:
- Set the Follow-Up field to Not
Required
- Set the Person Responsible field
to a value other than blank
8 | Set the ANE field to N/A and then The system saves the changes
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- Set the Date Closed field to a
valid value (for example, a date
that is neither in the future nor
before the incident date)

- Set the Incident Status field to
Closed

- Select Save

Step | Action Result
select Save
9 | Use the Email tab to send the The system sends the emails and updates
appropriate emails to the designated the information on the Email tab
recipients
10 | On the Incident Details tab: The system saves the changes and closes

the IR

5.1.2 Insufficient Information Workflow

The procedure described in the following table assumes that you are familiar with the Basic
Flow workflow, and provides the steps for processing an IR with insufficient information:

- Set the Incident Status field to
Deleted

- Select Save

Step | Action Result
1 | Review the incident reporting tabs:
e Does sufficient information
exist to continue processing? No
2 | Use the Email tab to send the The system sends the email and updates
appropriate emails the information on the Email tab
3 | On the Incident Details tab: The system saves the changes and deletes

the IR
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5.1.3 Duplicated Report Workflow
The procedure described in the following table assumes that you are familiar with the Basic
Flow workflow, and provides the steps for processing an IR that is an inadvertent duplicate
of another IR:

DDRS User Guide |

Step | Action Result
1 | Review the incident reporting tabs:
e Does sufficient information
exist to continue processing? Yes
e Is this a duplicated report?
(In other words, is this IR Yes
describing the same incident as
another IR that was NOT
created by using the Duplicate
button?)
2 | Use the Email tab to send the The system sends the email and updates
appropriate emails the information on the Email tab
3 | On the Incident Details tab: The system saves the changes and deletes
- Set the Incident Status fieldto | the IR
Deleted
- Select Save
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5.1.4 Incorrect Consumer Workflow

The procedure described in the following table assumes that you are familiar with the Basic
Flow workflow, and provides the steps for processing an IR that is associated with the
wrong consumer:

DDRS User Guide |

- Set the Incident Status field to
Deleted

- Select Save

Step | Action Result

1 Review the incident reporting tabs:

e Does sufficient information
exist to continue processing? Yes
e Is this a duplicated report?
(In other words, is this IR No
describing the same incident as
another IR that was NOT
created by using the Duplicate
button?)
e Isthis IR associated with the No
correct consumer?

2 On the Incident Details tab, select the | By marking the IR as Pending, you can
Pending check box and then select perform independent research to locate or
Save identify the correct consumer

3 | Were you able to locate or identify Conditional results
the correct consumer?

Yes — Proceed to Step 2 of the
Basic Flow procedure and perform
the remaining steps in that table
No — Proceed to the next step in
this procedure

4 Use the Email tab to send the The system sends the email and updates
appropriate emails the information on the Email tab

5 | On the Incident Details tab: The system saves the changes and deletes

the IR
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5.1.5 Non-Reportable Incident Workflow

The procedure described in the following table assumes that you are familiar with the Basic
Flow workflow, and provides the steps for processing an IR for an incident that is not
reportable:

Step | Action Result

1 Review the incident reporting tabs:

e Does sufficient information
exist to continue processing? Yes

e Is this a duplicated report?
(In other words, is this IR

describing the same incident as No
another IR that was NOT
created by using the Duplicate
button?)

e Isthis IR associated with the Yes

correct consumer?

2 Link the IR to the consumer and then | The consumer’s DART information
select Save appears in the DART Record Fields
section at the top of the window

3 Review the Narratives tab:

e s this incident reportable? No
4 | On the Incident Details tab: The system saves the changes and deletes
- Select the Non-Reportable the IR
check box
- Set the Incident Status field to Important
Deleted The Initial Incident Report Processing
- Select Save flow chart shows this step as Delete or

Close IR. To close this IR, you must
perform additional steps that are required
to meet the status conditions for this
transition.
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5.1.6 Sentinel Event — Resolved Workflow

The procedure described in the following table assumes that you are familiar with the Basic
Flow workflow, and provides the steps for processing an IR with a Sentinel event that is

resolved:
Step | Action Result
1 | Review the incident reporting tabs:

e Does sufficient information
exist to continue processing? Yes

e Is this a duplicated report?
(In other words, is this IR No
describing the same incident as
another IR that was NOT
created by using the Duplicate
button?)

e Isthis IR associated with the Yes

correct consumer?

- Select the Sentinel Closed By
check box

- Complete the corresponding
fields with the applicable
information

2 | Link the IR to the consumer and then | The consumer’s DART information

select Save appears in the DART Record Fields
section at the top of the window
3 | Review the Narratives tab:
e s this incident reportable? Yes

4 | Use the Consumer History tab to Open the last IR on the list in this tab to
review the previous IRs for this redisplay the IR that you are processing
consumer

5 | Use the Coding tab to code the IR for | The system saves the changes
a Sentinel event and then select Save

6 | Based on the entries on the
Narratives and Coding tabs, does
this IR qualify as a Sentinel event? Yes

7 | On the Incident Details tab, select the | The system populates the corresponding
Sentinel check box date field with the current date

8 | Has the Sentinel issue been resolved? | Yes

The two corresponding fields to the right
of the check box become active
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Step | Action Result
9 |IsaFUR required? No
- Set the Follow-Up field to Not
Required
- Set the Person Responsible field
to a value other than blank
10 | Set the ANE field to a value that is The system saves the changes
appropriate to the Sentinel event
details and then select Save
11 | Use the Email tab to send the The system sends the emails and updates
appropriate emails to the designated the information on the Email tab
recipients
12 | On the Incident Details tab: The system saves the changes and closes

- Set the Date Closed field to a
valid value (for example, a date
that is neither in the future nor
before the incident date)

- Set the Incident Status field to
Closed

- Select Save

the IR
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5.1.7 Sentinel Event — Unresolved Workflow

The procedure described in the following table assumes that you are familiar with the Basic
Flow workflow, and provides the steps for processing an IR with a Sentinel event that is

NOT resolved:
Step | Action Result
1 | Review the incident reporting tabs:

e Does sufficient information
exist to continue processing? Yes

e Is this a duplicated report?
(In other words, is this IR No
describing the same incident as
another IR that was NOT
created by using the Duplicate
button?)

e Isthis IR associated with the Yes

correct consumer?

- Proceed to Section 5.1.8 —
Follow-Up Required

2 Link the IR to the consumer and then | The consumer’s DART information

select Save appears in the DART Record Fields
section at the top of the window
3 | Review the Narratives tab:
e s this incident reportable? Yes

4 | Use the Consumer History tab to Open the last IR on the list in this tab to
review the previous IRs for this redisplay the IR that you are processing
consumer

5 | Use the Coding tab to code the IR for | The system saves the changes
a Sentinel event and then select Save

6 | Based on the entries on the
Narratives and Coding tabs, does
this IR qualify as a Sentinel event? Yes

7 | On the Incident Details tab, select the | The system populates the corresponding
Sentinel check box date field with the current date

8 | Has the Sentinel issue been resolved? | No

9 | IsaFUR required? Yes

Latest Revision:

7/29/2010

Page 43 of 57




DART Incident Reporting |

DDRS User Guide |

5.1.8 Follow-Up Required

The procedure described in the following table provides the steps required to request a FUR
for an IR.

Because this procedure can apply to ANY workflow path that leads the user to the Follow-
Up Required decision diamond on the Initial Incident Report Processing flow chart, Step 1
begins at this point on the flow chart.

Step | Action Result
1 | IsaFUR required? Yes
- Set the Follow-Up field to
Required

- Set the Person Responsible field
to the entity responsible for
follow-up

- Set the Incident Status field to
Processed

- Select Save

2 | Use the Email tab to send the The system sends the emails and updates
appropriate emails to the designated the information on the Email tab
recipients
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5.2 Status Conditions

The following table describes the conditions required by the system before you can change the
Incident Status field on an IR:

Status Change

Condition Requirements

Submitted The following conditions must be met:
to
Processed e ThelR _has_ been coded.
e The IR is linked to a consumer.
e The Follow-Up field is set to Required.
e The Person Responsible field contains an entry.
e The Date Closed field is blank.
If one or more of these conditions are not met, the system displays an error message
listing the unmet conditions and reverts back to the previous status.
Submitted The following conditions must be met:
to
Closed e ThelR has_ been coded.
e The IR is linked to a consumer.
e The Follow-Up field is set to Not Required.
e The Person Responsible field contains an entry.
e The Date Closed field contains a value.
If one or more of these conditions are not met, the system displays an error message
listing the unmet conditions and reverts back to the previous status.
Submitted One of the following conditions must be met:
to e The IR is NOT linked to a consumer.
Deleted
-Or-
e The IR is linked to a consumer and is marked as Non-Reportable.
If neither of these conditions is met, the system displays an error message listing the
unmet condition and reverts back to the previous status.
Processed The following conditions must be met:
to
Closed e The IR has been coded.

e At least one FUR has been linked to the IR.

e The Follow-Up field is set to Completed.

e The Person Responsible field contains an entry.
e The Date Closed field contains a value.

If one or more of these conditions are not met, the system displays an error message
listing the unmet conditions and reverts back to the previous status.
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6. Follow-Up Report Processing Flow Chart

You can use the DART Incident Reporting tool to process one or more FURSs that are associated
with an IR. The following flow chart shows the workflow for processing a FUR:

Start

Follow Up Report o
(FUR) Search

Display List —» Load Selection

Persongl No
Intervention &
Set to Pending)

Y

Is FUR Associated
with correct Incident

Incident Yes

Found Link To IR

Initial incident
report review

No

Address Reviewer
Questions

v

Review Follow Up
And Systemic
Actions

Review and Edit
Coding

IsIR a
Sentinel
Event

4

Send appropriate
e-mails

v

Delete FUR

Mark as Sentinel
Set Sentinel Open
Date

Indicate if follow-
up is complete

Indicate if
additional follow-
up is required

Set Sentinel
Closed Date

s Additiona
Follow Up
Required

Set ANE

A Send appropriate
e-mails

v

Set IR to
Closed Status

Yes

Send appropriate
e-mails
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6.1 Locating and Displaying a Follow-Up Report

As described in the first few steps of the Follow-Up Report Processing flow chart, you must
first locate and display the desired FUR. Use the following procedure to accomplish this
task:

1. Loginto the DART product.

2. On the main screen, select the INcident button. The system displays a blank DDRS
Incident Reporting window.

3. Select Search > Follow-Up Reports from the Menu bar. The Follow-Up Search
window appears and displays a list of currently submitted FURs, as shown in the
following illustration:

& Follow Up Search i ]
Clear Filters
S5M: I Reviewer I jﬂ IR Mumber: I Search |
Last Mame: I Status: ISubmitted jﬂ Possible IR Mumber:
First Mame: I Follow-Up Mumber: I r Pending
Status | SSN hast First Mame Efts ant % | Completed By Agency Reviewer |;

B/22/2010 ACHIEVA RESOURCES CORPORATION
Pritchard Draniel B/22/2010 IMDIANA PROFESSIOMNAL MANAGEMENT GROUP

Submitted

Submitted Marshall Tyler B/21/2010 REM INDIANA, INC.

Submitted Hilliard Sue B/21/2010 INDIANA PROFESSIONAL MANAGEMENT GROUP

Submitted Deetz Traviz B/21/20010 BI-COUNTY SERVICES. INC.

Submitted Parter Heny B/21/2010 IMDIAMA PROFESSIONAL MAMAGEMENT GROUP

Submitted Hilliard Sue B/21/2010 INDIANA PROFESSIONAL MANAGEMENT GROUP

Submitted Maples Joseph B/21/2010 MOSAIC INC. OF INDIANA

Submitted M attingly Bill B/20/2010 RESCARE DBA COMMUMITY ALTERNATVES-ADEPT

Submitted Cubberley Radman B/19/2010 IMDIAMA PROFESSIONAL MAMAGEMENT GROUP

Submitted “wéhitk Billy B/19/2010 INDIANA PROFESSIONAL MANAGEMENT GROUP

Submitted wielsh Cuitic E/19/2010 INDIANA PROFESSIOMAL MANAGEMENT GROUP

Submitted Jenking Kacia B/19/2010 IMDIAMA PROFESSIONAL MAMAGEMENT GROUP

ETbmitled Brovin Stewven B/18/2010 IMDIANA PROFESSIONAL Mr\NAGEMENT GROUP _DILI
Eack [lext Open Close |

146 Follow-ups Found

4. Locate the desired FUR and double-click on the row that contains it. The DDRS
Incident Reporting window displays the IR information and selects the Follow-Up tab
by default. If the desired FUR does not initially appear on the list, you can:

a. Click a column header to sort the information by that column. For example,
clicking the Last Name column header arranges the entire list by last name in
ascending order, which might make it easier to locate the FUR you need.
Clicking Last Name again sorts the list by last name in descending order.

b. Redefine the search by selecting Clear Filters and then changing one or more
of the search parameter fields at the top of the Follow-Up Search window.
The more information you provide, the more accurately the system can
perform the search.

c. Click the Next and Back buttons at the bottom of the Follow-Up Search
window if your search yields more than 500 Follow-Up reports.
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6.2 Follow-Up Tab

The Follow-Up tab contains indicators and controls that you can use to process a FUR that
was completed in the IFUR Tool and has been associated with an IR. The following
illustration shows an example of the Follow-Up tab:

3’ Follow-Up |

Possible IR
Mumber

e Sue [ 10 18758

Last First

MName

D ate OF
Incident

Linked | S5N

Follow-Up questions:

ARCHERIMCEARCHERINC.MET -
Subject: Incident FOLLOW-UP Report REQUIRED

| IR Murnber

Please include the status of her behaviors since this
ocourred; Were any factors/triggers to the behaviors at
the hogpital noted? Thank vou.

L«]

Status: ISubmitted vl ™ Pending Completed By

Date:  06/24/2010 Agency:  INDIANA PROFESSIONAL MANAGEMENT GROUP
Link Status: Lt WS Name: I Phore:
Unlinked

Link Anather I | Title:  Case Manager Emaii I

Follow-Up Description:

Sue’s housemate was fighting with staff, and Sue joined in and started hitting staff. 911 were called. Sue was handcuffed and taken to Reid hospital, where she d Edit |
was admitted to pspchiatric ward for observation.

I
Systemic Actions:

Sue was releazed from psychiatric unit once she calmed down. Sue has schizophrenia, and she lately has had increazes in the psychosis. She has alzo been d Edit |
dealing with medication changes. There are cunently 2 other incidents reports (318744 & 318881] open, both dealing with behavior izsues that relate to her

schizaphrenia. There iz a behaviar zupport plan in place that iz followed by direct care staff. The nest day, Sue was again admitted ta the paychiatric ward,

because of aggressive and violent behaviors, and continues ta be there today. CM and support team will continue ko manitor.

]

Save | Laricel |

Duplicate... |

The top of the Follow-Up tab contains a grid that displays records for FURs that are either:

e Associated — an associated FUR displays a red minus sign icon in the Linked
column and an IR number in the Possible IR Number column.

e Linked — a linked FUR displays a green check mark icon in the Linked column
and the actual number of the IR to which it is linked in the IR Number column.

The following illustration shows an example of a record grid that contains an associated
FUR record and a linked FUR record:

Date Of
|ncident

Pozzible |F
M urnber

Sue BA21/2010 318758

=

. Last First
Linked | S5M Name Mame

| IR Mumber

When you click on a FUR record in the grid, the fields and controls in the lower portion of
the Follow-Up tab display the details for that FUR.
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6.2.1 Follow-Up Tab Fields and Controls
The following table describes the fields and window controls on the Follow-Up tab:

Field or Control

Description

Follow-Up
questions

This field displays the notes that a user entered into the Follow-Up Questions
sub tab on the Narratives tab.

Status

Use this field to change the status of the FUR. By default, the system sets this
field to Submitted for an associated FUR. The following valid entries can
appear in this field:

e Submitted
e Processed
e Deleted

Important

The Status column in the Follow-Up Search window displays the status of
the FUR, NOT the status of the IR, which can be different. For example, you
might open a FUR in the Submitted status that is associated with an IR in the
Closed status.

Pending

Select this check box to mark the FUR as pending, indicating that the FUR
has been initially reviewed and requires research by the reviewer (for
example, because the FUR is associated with an incorrect IR).

This check box is only available for a FUR that is not linked to an IR. When
selected, you can manually clear this check box or allow the system to
automatically clear it when you link the FUR to an IR.

Link Status

This field indicates whether the selected FUR is linked or not linked to an IR.

The buttons in this area of the tab change according to the following
conditions:

e If the FUR is linked, the Link to This IR button is inactive and the
Link to Another IR button is active.

e If the FUR is not linked, both the Link to This IR and Link to
Another IR buttons are active.

Link to This IR

Select this button to link the FUR to the IR to which it is currently associated.

Important
After you link a FUR to an IR, you cannot unlink the FUR.

Link to Another
IR

Select this button to link the FUR to a different IR. While you cannot unlink a
FUR, you CAN use this button to link the FUR to the correct IR.
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Field or Control | Description

Completed By This section displays pertinent information about the person who completed
and submitted the FUR in the IFUR tool.

Follow-Up This field displays the follow-up description notes added by the person who

Description completed and submitted the FUR in the IFUR tool.

Systemic Actions | This field displays the systemic action notes added by the person who

completed and submitted the FUR in the IFUR tool.

Edit Select this button beside either the Follow-Up Description or Systemic
Actions field to add note text to the associated field.
Duplicate Select this button to create one or more duplicates of the selected FUR.

6.2.2 Linking a Follow-Up Report to an Incident Report
Use the following steps to link a FUR to an IR:

1.
2.
3.

Select the Follow-Up tab.
Select the record of the FUR to link from the record grid, if applicable.

Select the Link to This IR button. The system changes the icon in the Linked column
of the grid from a red minus sign to a green check mark, and updates the IR Number
field with the number of the linked IR.

Select Save.

6.2.3 Linking a Follow-Up Report to a Different Incident Report
You can link a FUR to a different IR. For example, you would do this when:

The FUR is currently not linked, and the system has associated the FUR with an
incorrect IR.

The FUR was linked to an incorrect IR, and you need to link it to the correct IR.

Use the following steps to link a FUR to a different IR:

Select the Follow-Up tab.
Select the record of the FUR to link from the record grid, if applicable.

Select the Link to Another IR button. The system displays the Incident Search
window and automatically performs an SSN search for Processed or Closed IRs.

If the current search results do not include the appropriate IR, you can perform
another search.

Locate and click the appropriate IR.
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. Select the Link button at the bottom of the Incident Search window. The system
displays the selected IR in the DDRS Incident Reporting window.

(Optional) To verify that the system linked the FUR to the displayed IR, select the
Follow-Up tab and review the contents of the record grid.
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6.2.4 Adding Note Text to a Follow-Up Report

Use the following steps to add note text to either the Follow-Up Description field or the
Systemic Actions field:

1.

Select the Follow-Up tab.
Select the record of the FUR to modify from the record grid, if applicable.

Select the corresponding Edit button beside the field to modify. The system displays
either the Expand Description or Expand System Actions window, as applicable.
The functionality of each window is identical to the other.

The following illustration shows an example of the Expand Description window:
g

e text [date stamp iz added autoratically):

I -
[ -]
E sizhing test:
Sue went to hospital for Blood work. She then refused to leave and was sent to ER, where phyzician examined her. Tests ;l
came back nomal, and she was releaszed.
I]

[E | Cancel |

Enter the new note text in the New text field at the top of the window. You can press
Enter one or more times to add spacing between lines of text, if necessary.

Select OK. The window disappears and the new text appears in the appropriate field
on the Follow-Up tab.

Select Save.
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6.2.5 Duplicating a Follow-Up Report
Use the following steps to add note text to either the Follow-Up Description field or the

Systemic Actions field:
1. Select the Follow-Up tab.
2. Select the record of the FUR to duplicate from the record grid, if applicable.

3. Click the Duplicate button in the lower left corner of the Follow-Up tab. The Create
Duplicate Incident Follow-Up window appears, as shown in the following
illustration:

Create Duplicate Incident Follow-Lp |

Mate: the duplicates will be produced from the oniginal
data far thiz incident, az it waz entered on the [FUR zite.

Murnber of duplicates: IEI 3:

ok | Cose |

Set the number of duplicates

Enter the number of desired duplicate reports in the Number of duplicates field.
Click OK.

The “Duplicates created successfully” message appears at the bottom of the window.
Click Close.

Use the Follow-Up Search window to locate and work with the duplicated FURSs.
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6.3 Follow-Up Report Processing Procedures
This section contains detailed procedures that describe the following workflows:
e Basic Flow

e FUR Associated with Incorrect IR
e Follow -Up Process Not Complete

Important

Each procedure assumes that you have already logged in to the DART system, accessed the
Incident Reporting tool, and opened the desired FUR.

While each procedure roughly mirrors a workflow path in the Follow-Up Report Processing flow
chart, this section does NOT attempt to provide a procedure for every conceivable workflow
path.

6.3.1 Follow-Up Report Basic Flow Workflow

The procedure described in the following table provides the basic flow steps for processing
a FUR:

Step | Action Result

1 Review the Incident Details and
Follow-Up tabs:

e |sthe FUR associated with the
correct IR? Yes

2 Review the Link Status indicator in
the Follow-Up tab:

e Isthe FUR linked? No
3 | Select Link to This IR The system links the FUR to the associated
IR

4 In the Narratives tab, review the sub

tabs and use the Edit buttons to The system appends the notes to the
address any Reviewer questions existing information

5 | In the Follow-Up tab:

- Review the Follow-Up
Description and Systemic
Actions fields

- Use the Edit buttons to add The system appends the notes to the
pertinent note text existing information

Latest Revision:
7/29/2010

Page 54 of 57



DART Incident Reporting |

DDRS User Guide |

Step | Action Result
6 | Inthe Coding tab, review and update | The system saves the changes and displays
the IR codes a check mark beside each category that
contains one or more selected codes
7 | Based on the review of the
Narratives and Coding tabs, does
this IR qualify as a Sentinel event? No
8 | Is the follow-up process complete? Yes
In the Incident Details tab:
- Set the Follow-Up field to
Completed
- Set the ANE field to the
appropriate entry
- Select Save The system saves the changes and updates
the IR
9 | Use the Email tab to send the
appropriate emails to the designated The system sends the email and updates
recipients the information on the Email tab
10 | On the Incident Details tab:

- Set the Incident Status field to
Closed

- Select Save

The system saves the changes and closes
the IR
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6.3.2 FUR Associated with Incorrect IR Workflow

The procedure described in the following table provides the steps for processing a FUR that
is associated with an incorrect IR:

Step | Action Result

1 Review the Incident Details and
Follow-Up tabs:

e |sthe FUR associated with the
correct IR? No

2 | Inthe Follow- : i i
n the Follow-Up tab_ By marking the FUR as Pending, you can
- Select the Pending check box perform independent research to locate or

- Select Save identify the correct IR

3 | Were you able to locate or identify
the correct IR?

Yes — Use the Link to Another IR
button to link the FUR to the
identified IR, and then proceed to
Step 4 of the Basic Flow procedure
and perform the remaining steps in
that table.

No — Proceed to the next step in o
this procedure Conditional results

4 | Use the Email tab to send the
appropriate emails to the designated The system sends the email and updates
recipients the information on the Email tab

5 | On the Follow-Up tab:
- Set the Status field to Deleted

- Select Save The system:

e Retains the FUR record on the grid
in the Follow-Up tab

e Removes the FUR record from the

Submitted search results list in the
Follow-Up Search window

Latest Revision:
7/29/2010

Page 56 of 57



DART Incident Reporting |

DDRS User Guide |

6.3.3 Follow-Up Process Not Complete Workflow

Because this procedure can apply to ANY workflow path that leads the user to the Is follow-
up process complete decision diamond on the Follow-Up Report Processing flow chart,
Step 1 begins at this point on the flow chart.

- Set the Incident Status field to
Closed

- Select Save

Step | Action Result
1 | Isthe follow-up process complete? No
2 | Isan additional FUR required? Yes — Proceed to the next step
No — Proceed to Step 4
3 | Use the Email tab to send the
appropriate emails to the designated The system sends the email and updates
recipients the information on the Email tab
Stop This workflow is complete
4 | On the Incident Details tab:
- Set the ANE field to the
appropriate entry
- Select Save
5 | Use the Email tab to send the
appropriate emails to the designated The system sends the email and updates
recipients the information on the Email tab
6 | On the Incident Details tab:

The system saves the changes and closes
the IR
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